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Interim Reviews 
 
Background 
Effective October 1, 2014 any provider using Entry/Exits must use Interim Reviews to update 
client information related to Income, Non-Cash, Health Insurance, and Disability (also referred 
to as Sub-assessments in this guide).  Rapid Re-housing projects are also required to use 
Interim Reviews to update the client record when a client enters Permanent Housing.   
 
Currently all projects receiving State or Federal funds of any type are required to use Entry/Exits 
and Interim Reviews. 
 
This section will highlight how users will create an Interim Review and when an Interim Review 
should be created. 
 
What is an Interim Review? 
An Interim Review is a component of the Entry/Exit process in ServicePoint where a user is 
required to document changes, updates, or status of a client record.  In order to see the Interim 
Review a user must first create an Entry/Exit, save the Entry, and then the Interim Review icon 
will become visible: 
 

 
 
The Interim Review function can be turned on for your provider by requesting assistance from 
your HMIS regional coordinator or contacting help at wisp@icalliances.org. 
 
Why Are Interim Reviews Required? 
HUD recently announced several changes to what data is required to be capture and 
specifically the way that Income, Non-Cash Benefits, Health Insurance and Disability needed to 
be captured.  There are 5 distinct points client data is to be collected, 2 of which are related to 
Interim Reviews. 

1. Record Creation 
2. Project Entry 
3. Project Update (Interim Review) 
4. Project Annual Assessment (Interim Review)  
5. Project Exit 

This guide will inform you of the difference between the Update Interim Review and the Annual 
Assessment Interim Review. 
 
When is an Interim Review Created? 
There are two types of Interim Reviews, Update and Annual Assessment.  They are separate 
and distinct types of Interim Reviews and serve different purposes in the client record.  
Choosing the correct type is extremely important. 
 

 Update – to be created any time there is a change to a client’s income, non-cash benefit, 
health insurance, or disability while they are enrolled in your program.  It is also used in 
Rapid Rehousing projects to record when a client enters Permanent Housing. 
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 Annual Assessment – to be created one time each year on any client that has been in 
your program 365 days or longer.  It must be created within 30 days before or after the 
anniversary of being in your program.  This means if the client entered your program on 
12/01/2013 and is still in your program on 12/01/2014, you must create an Annual 
Assessment within 30 days before or after 12/14/2014.   

 
You do not update changes in a client file on an Annual Assessment, it is used solely to create a 
snapshot of what the client looked like at the anniversary of being in your program, similar to 
that of the Entry and the Exit. 
 

 
 
What am I required to update in an “Update” Interim Review? 
Any time there is a change to a client’s income, non-cash benefit, health insurance, or disability 
while they are enrolled in your program you are required to create an Update Interim Review on 
the client’s Entry/Exit to record this change.  It is also used in Rapid Rehousing projects to 
record when a client enters Permanent Housing. 
 

 Income – including: 
o Documenting new income sources – such as obtaining a new job after being 

unemployed 
o Ending incomes that are no longer received – such as no longer receiving TANF. 
o Increases in an existing income source that is significant.*  
o Decreases in an existing income source that is significant.* 

 Non-Cash Benefits – including: 
o New non-cash benefits obtained during enrollment in the program. 
o Loss of non-cash benefits that occur during enrollment in the program. 

 Health Insurance – including: 
o New health insurance obtained during enrollment in the program. 
o Loss of health insurance that occur during enrollment in the program. 

 Disability – including: 
o If client did not have a disability at entry, but during enrollment program received 

documentation of a disability. 
o “Currently receiving services/treatment for this disability” is a question within 

each Disability record and is specifically a field required to be updated on Update 
if the client has a disability and begins receiving services while in your program 
or if stops receiving services while in your program.   

 RRH projects only - Permanent Housing attainment –– including: 
o If client was not housed at entry and then obtain Permanent Housing during 

enrollment. 
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What constitutes a “significant” income change?   
At a minimum, users should document a change in a client’s monthly income if it moves them 
from one category, up or down, on the following chart.  However, users are free to document 
any changes that are smaller amounts, up or down.   
 

No Income 

$1 - $150 

$151 - $250 

$251 - $500 

$501 - $1,000 

$1,001 - $1,500 

$1,501 - $2,000 

$2,001 + 
 
How is an Interim Review Created? 

 Regardless of frequency, the process for adding an interim review to change the income, 
non- non-cash benefits, and health insurance is the same. 

 Creating an Interim Review, whether it is an Update or the Annual Review the steps are 
the same.  Take care to choose the appropriate type. 

 
The Steps 1- 10: 
 

 Step 1.  Backdate 

 
 

 Step 2.  Go to Entry/Exit Tab 

 
 

 Step 3. Identify the relevant Entry/Exit for your program 

 
 

 Step 4. Click on the “Interims” Icon 
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 Step 5. On the pop-up box, click “Add Interim Review” button 

 
 
 

 Step 6.  Select all household members when you are creating the Interim Review. 
 

NOTE:  All household members must be selected, however changes only need to be 
made on the affected household member(s).  

 

  
 
 

 Step 7: Select the Interim Review Type.   
 
Make sure you choose the correct Interim Review Type.  

 
 

o Update – Backdate to the date the change in Income, Non-cash Benefit, Health 
Insurance, or Disability is occurring.  For example, the client had no income for 
June and has Earned Income for July.  Backdate to July 1 to make changes on 
the interim review for income. 

 
o Annual Assessment – Backdate to a date within 30 days before or after (could be 

on) the year anniversary of the client’s entry date.  For example, the client 
entered your program on 12/15/13, back date to 12/15/14 to create the annual 
assessment. 

 
 
 
 
 
 
 
 
 
 
 



Revised 4/20/15                                                                                                                                                               6 

 Step 8: Click Save and Continue 
 
At this step, each user should see a screen with an Interim Review Assessment.  
Each project type will have a specific Update or Annual Assessment attached. 

  
 
 

 Step 9: Editing the Sub-Assessments. 
 
When updating a client's file, once you click “Save and Continue” you must correctly 
make the changes to the appropriate Sub-assessment.   
 
For Example, is the client did not have income at entry and then obtains a job you 
would need to end date the No record for Earned Income and create a new Yes 
record. 

 
 
 

 Step 10:  Click Save and Exit 

 
 

This is what your Interim Review will look like once saved. 
 

Annual Assessment Example:

 
 
Update Example:

 

Program Specific 

Assessment 
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Quick Overview: 
 Update Interim Reviews are created any time there is a change in the client’s 

income, non-cash benefits, health insurance and/or disability. 
 Annual Assessment Interim Review is created within 30 days prior/post anniversary 

of being in your program. 
o Example:  If a client has does not have an income type such as Earned 

Income at entry, there would be an open No Record for Earned income in the 
client’s Income sub-assessment at Entry. 

o If the client then got a job while they were in your program, you would need to 
create an Interim Review and select “Update”. 

o To do this you would add an Update Interim Review to capture that the client 
now has Earned Income: 

 First, you need to “End Date” the No Record for Earned Income the day before the 
start of the Earned Income,  

 Second, you need to “Add” the Yes Record for Earned Income, including the amount 
 

 
 

 
Important Items to Remember When Creating Interim Reviews 

 Interim Reviews need to include everyone in the household, even if you are not making 
changes to every household members Sub-assessments. 

 Use the Interim Review process anytime a client has a change in Income, Non-Cash 
benefits, Health Insurance, or Disabilities (including receiving services).   

 An Annual Assessment Interim Review is required for any client/household enrolled in 
your program for greater than 365 days, even if a project participant has no change in 
their income, non-cash benefits, health insurance, or disability. 

 The APR will flag any file that has not completed an Interim Review and any file that is 
greater than 365 days and does not have an Annual Assessment. 

 
Frequently Asked Questions regarding Interim Reviews: 

 Do you have to be in Backdate Mode to create the Interim Review?  
Technically no, although that is the best practice and way we train how to enter it. 
 

 Do you have to be in Backdate Mode to put an end date on an Income or a Non-Cash 
Benefit that is no longer received? 
No, but you do need to be in the Update Interim Review when making the change. 
 

 Can Interim Reviews be used for Shelter or other similar projects? 
Any project that uses the Entry/Exit function in ServicePoint is required to use Interim 
Reviews. 
 

 What if a project never serves clients for more than one consecutive year? 
The Interim Reviews will still be used to document any changes to Income, Non-Cash 
Benefits, Health Insurance, and Disabilities Sub-assessments that happen while in the 
program.  These projects will NOT use the “Annual Assessment” picklist item at any 
time. 
 

 Do we document any income in children’s files? 
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No, only incomes for persons over age 18 (unless it is an unaccompanied youth program 
and the youth is considered the head of household, then yes) are required to be 
reported.  Income that comes to the household on their behalf is entered into a parent’s 
profile. 
 

 How do you handle income that may fluctuate significantly from month to month, like a 
child support order that is based on a percentage of income? 
There are three different possible ways to handle this situation: 

o Change the amount when it moves the client from one income category to 
another 

o Enter an average amount based on a significant period of time (eg six months) 
o Change the amount every month 

 
 What if there are two adults in a household, how are their Interim Reviews handled? 

Interim Reviews are created for the household, if they both have a change in a month, 
you can make the change on the same Update Interim Review.  All household members 
would also be included on the Annual Assessment. 


